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Oldfield School
Job Description

	Position:
	Personal Assistant : Head of Sixth Form. 

	Responsible To:
	Head of Sixth Form

	Responsible For:
	N/A

	Grade:
	SC5

	Working Pattern:
	2 days per week, Thursdays and Fridays, Term Time only

	Disclosure Level:
	Enhanced DBS



	Core purpose of the post:
To play a key role in the planning and administration of day-to-day sixth form activities, and events for current and prospective students, parents and staff. 
To provide administrative and clerical support to the Head of Sixth Form in all areas of student administration and data management.  
To provide pastoral support to sixth form students, liaising closely with Assistant Headteacher Inclusion and the Student Welfare Officer when appropriate.
To support the development and growth of the Sixth Form. 




	Duties and responsibilities attached to this post are as follows:

Sixth Form Administration
1. Support the Head of Sixth Form in the management and evaluation of Year 11 options and blocks.
2. Take responsibility for the data management of the Sixth Form, including ALPS, L3VA data, reporting of Assessment Points and timetabling of option blocks.
3. Provide administrative and clerical support to the Head of Sixth Form: all correspondence, secretary to meetings, and general office duties including filing. 
4. Prepare and maintain records of Sixth Form students, including attendance registers.  Assist with school Census returns.
5. Maintain student registers. Liaise closely with Attendance Officer and ensure that absences from lessons are recorded on SIMs. Produce weekly attendance reports, mark registers in advance for student visits, tutor periods and student leave. 
6. Liaise with the school’s Attendance Officer and Education Welfare Officer in order to follow up issues of attendance and punctuality; make referrals where necessary.
7. Make contact with parents when there are issues of attendance and punctuality.
8. Provide administrative support for the post 16 consultation process.
9. Under the direction of the Head of Sixth Form administer Course Manager in order to establish subject blockings.
10. Ensure that student identity cards are issued and kept up to date and oversee student applications for Post 16 travel passes and other documentation. 
11. Under the direction of Head of Sixth Form, keep oversight of budget and finance.
12. Take a leading role in the organisation of Bursary procedures including keeping up to date with DfE guidelines, application and payment processes.
13. Under the direction of the Head of Sixth Form, administer trips, visits and events for Sixth Form students.


Sixth Form Marketing and Promotion
14. Organisation of Open Evenings and Parents’ Evenings [working closely with the School Office]. 
15. Under the direction of Head of Sixth Form and in liaison with the Events Manager: 
a. Organise student interview days and school tours.
b. Support the organisation of student social events and trips, including those directly linked to Pathways at 18.
c. Ensure all course and publicity materials are available for main school parent evenings, option evenings and promotional evenings as directed by the Head of Sixth Form. 
d. Maintain notice boards by displaying varied, positive and relevant information in sixth form areas.
e. Support in the development of materials and preparation of the Sixth Form publications i.e. Prospectus, handbooks, and student information booklets.
16. Greet visitors and assist with the preparation, service and clearing of light refreshments for meetings, as requested by the sixth form leaders.

Relationships with Employers

17. Coordinate the Sixth Form WEX process including liaising with students, employers and other stakeholders. 

Student support

18. Promote and support the mental well-being of sixth form students by offering pastoral support to students.
19. Supervise the sixth form areas, ensuring students are acting professionally and keeping the rooms tidy and equipment in good order.
20. Record information regarding counselling for sixth form students. 
21. Refer pastoral issues, where appropriate, to the Head or Assistant Head of Sixth Form
22. Maintain and administer the student well-being programme 
Examinations and UCAS Support 
23. Liaise with the Examinations Officer in all matters relating to exam entries and results.
24. Assist staff and students with the preparation of UCAS electronic application forms.
       Become familiar with UCAS Track and the school’s university application processing systems. 
25. Investigate record and respond to UCAS data.
26. Provide administrative support for the UCAS application process. 


First Aid
27. To be a trained first aider and to administer first aid as required to students or staff.
28. To liaise with the Student Welfare Officer and record details of first aid provided and complete all relevant and required incident forms.
29. To maintain and replace as required the contents of the faculty’s first aid boxes.
30. To assist the other first aiders as required.

General
31. Act as an invigilator during examinations, under the direction of a senior invigilator.
32. To undertake half an hour of lunchtime supervision as required.
33. Undertake other duties deemed to be reasonable within the remit of the role.
34. Be prepared to undertake appropriate training in student counselling. 
35. Take part in the school’s Performance Management and Appraisal process.
36. Be available for all results days and enrolment days to collate paperwork and communicate details to other schools.
37. From time to time, other administrative tasks will be required such as covering for other admin staff during absence.
38. To actively support the vision, ethos and policies of the School
39. To promote and safeguard the welfare of children you come into contact with
40. This job description only contains the main duties relating to this post and does not describe in detail all the tasks required to carry them out.

Special Notes and Conditions
The nature of the work necessitates strict confidentiality, no information obtained during or after working hours should be discussed other than with relevant staff.


	This role profile is not exhaustive; it will be subject to periodic review and may be amended to meet the changing needs of the business. The post holder will be expected to participate in this process and Oldfield School would aim to reach agreement to the changes.


	Person Specification
Essential / Desirable (D)

Qualifications and knowledge 
· GCSE English and maths (or equivalent) minimum. 
· A’Levels (D)
· NVQ Level 3 or equivalent - Administration (D)
· Formal entry level qualification in student support / counseling or prepared to work towards
· Knowledge of general office procedures and practice
Skills and Experience
· Strong ICT skills in: 
Microsoft Office 
Microsoft Outlook 
· Able to input/ retrieve information from databases 
· Experience of working in a busy environment, which at times can be highly pressured 
· Ability to work with discretion and with confidential information 
· Familiarity with or the ability to undertake training in the school’s management information system, currently SIMS 
· Experience of dealing with enquiries both internal and external/Governors etc.
· Experience of working in partnership with others to deliver work to set deadlines 
· Experience of providing high quality administrative support. 
Personal Qualities
· Able to communicate clearly and effectively orally and in writing. 
· Experience of working independently on own initiative and as part of a team. 
· Commitment to own personal development and learning. 
· Work in ways that promote equality of opportunity, participation, diversity and responsibility.
· A commitment to abide by and promote the School’s Equal Opportunities, Health and Safety and Child Protection Policies 
· Sense of humour – Positive outlook  
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